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;’2?er§pnn Instructions Covering the Liguidation of SSU Activities
‘. fverseas, and the Appointment of Persomnel to the Central Intelli-
gence Group

CIVILIAN EMPLOYEES

1. In order vo facilitate the separétion of present SSU Civilian personnel
overseas and to accomplish the appointment of selected individuals to
the CIG, it has been determined that all employees so selected will be
appointed at their present gross annual salery. After such appoint- N
ments have been effected, an organizational review of the individuziiﬂhu )
positions end incumbents will be made by the Persomnel Divisionkaﬁﬂﬁarb'
@¢ and adjustments, where necessary, will be made on the basis of
assigned duties and responsibilities.

2. To carry out the provisions of the liquidation and adhere to existing
regulations, it is necessary for the Chief of Mission or his authorized

NbT’eE
representative to issue a terminationA(copy attached) to all civilien
' employeess This letter must be delivered to the employee, 30 days

prior to the effective date of termination, which has been set as the

close of business 19 October 1946.

%3, Any civilian employees under your jurisdiction who are not to be ap-
pointed to GIG should be returned to this headquearters by the fastest
PO IWE B A B
. availableAtransportation. In any event, all such employees should be
enroute to the United States by 1 October 1946. In the event arrival
in the U. S. does not take place on or before 19 October 1946, ex-
!

tensions of the effective date of termination will be issued by the

-
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Weashington Office.

In order to accomplish the appointment of employees to the CIG.so as
to prevent delay in payments of salary, allowances, etc., the £ollow-
ing forms must be complebed or signed according to the following
instructions, and returned 5o as to reach this office not lster than
1 November 1946,

a) Personnel Action Request - Form iF

All of the informetion which can be supplied by this office
will be inserted on the face of the form. It should be re-
viewed, information added where required, and signed by the
employee concerned. Likewise, & complete statement of the

duties performed by the employee should be given on the re-

verse under "Job Description", using the space under "Special

( o pr #(4)s

Qualificationsg" if necessarXA‘ The completed form should then

be reviewed and signed by the authorized officials at your
headquarters.,

b) Application for Federal Employment - Standard Form #57

This form should be completed in duplicate by the employee
<R

according to the printed instructions and attached to the

"Personnel Action Request"”. The use of this form will eli-

minate the necessity for a statement of "Special Qualifi-

cations", which is called for on the "Personnel Action

Request".

¢) Combined Qath, Affidavit, Declaration, etc. - Standard Form #6la

All redquired information on both sides of this form should be

supplied by the employee who is to be appointed to the CIG.

Ay
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This form should not be signed prior to the effective date
of appointment, 20 October 1946, and the signature should
be witnessed by any Officer who is authorized to administer
oaths.

d) Letter of Appointment - Form #

The letter of appointment should be completed from the in-
formation contained on the‘“Personnel Action Request", and
signed by the official of your station who has been dele-
gated  that authority.‘ Concurrently with the execution of
the Oath, the employee should be given the letter of ap-
pointment. After becoming acquainted with its countents,

it shopld be signed by the employee as evidence of the ac-
ceptance of the terms of appointment and should be attached
to the other forms for transmittal to Washington.,

e) Leave Transcript - Form #

Complete informetion regarding unused leave balances standing
to the credit of employees to be appointed to CIG must be
supplied and transmitted with the other reguired forms.

f) Employee's Withholding Exemption Certificate - Form #W-4

For those employees whose status will require tax deductions,

forms will be prepared in this office and sent to youq They -

ol @ovarT

should be signed by the employes, smd attached to the other

forms,c»-qﬁ» Mmm Z@ W&g‘uuy :}Z;{; '

g) Bond Deduction Form - Treasury Dept. Form 72254

Forms will be prepared in this office for those now autho-

rizing bond deductions. The form should be signed by the
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émployee for trausmittel to Washington. It is é&ﬁ-

that no changes in amount of deductions, etc., be mede
at this time in order thet delays wiil not result in ef-
fecting payments of salary.
5., As stated in Paragraph 4 above, it is absolutely essential thet all

of the forms discussed in that paragreph be signed by the smployes

and/or the requn.red officials of your, headquarters, and transmltted Ura. AUR
W::E; E | oo Pgrrimeid ) avnrttnns -

Peve B to e so as to arrive not later then 1 November 1946.
Since a great smount of review will be required diwebwiw-edifice, any
delays in receipt will cause corresponding delsys in payments of

salaries and allowances.

MILITARY AND NAVAL PERSONNEL

r }’
5’4 is received,

1. When the information requested in our Cable # ﬂ’/jwa;‘i

orders will be issued transferring the selected Service personnél

to the CIG effective 20 October 1946.

7

2o
2559042

Attachments - 8

5 September 1946 P
JHL/dr
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Personnel Instrucotions Covering the Liquidation of SSU Aotivities
Qverseas, and the Appointment of Personnel to the Centrsl Intelli-

_gence Grou;

CIVILIAN EMPLOYEES

1.

-

N

In order to fecilitate the separstion of present SSU Civilian personnel
overseas and to ascomplish the sppointment of selected individuals to
the €13, 1t has been aﬁrﬂnad that all saployees mo selected will be
appointed at their prtnni gross annual salary. '.u‘ter such sppoint.
ments have been effected, an orgsnizational review of the inéiﬂdmi
positions and !.nwnh.ntsvlﬂ?. bs made by the Par;onnelrmtiaiun of the

 CIG and udjuttmnts_. ihere necessary, will be mmde on the basis of

assigned duties and respomaibilities.

Te earry out the provisions of the liquidation and adhere to existing ‘
regulations, it is neceasary for the Chief of Mission or his sauthorized
reprasentative to issue s terminetion {copy attached) to all civilisn
wléyus. This Jetter must be delivered to the amployee, 30 days
prior to the wtfcétivg date of terminstion, which has besn set as the
slose of buainess 19 October 1548. | |

Any oivilian employees under your jurisdiction who are not to be ap-
pointed to CIU should be returned to this headqusrters by the fastest
avaliable trmlﬁrtt‘biom In any event, all such employees should be
sarcute to ths United States by 1 Ootober 1948. In the event arrival
in the U. 5. does not take place on or .btrora 19 Qctober 1946, ez~
tensions of the effective date of termination will be isaued by the
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Washington Office.

Iz order to scoomplish the sppointment of employoces to the CIG sc as
to prevent delay in payments of sslary, sllowances, etc., the follew-
ing forms mlt'- be completad or .lignﬁd sscording to the following
instrustions, and returned so as to reach this office not later than
1 November 1948.

&) Persomnel Action Request - Form §

All of the information which cen be supplied by this office
will be inserted on the face of the form. It should bQ re-
viewsd, informstion sdded where required, and signed by the
'wloyu soncerned. Likewise, & complets statement of the
duties porfoimd by the employse should be given on the re-
verse under “Jeb Description”, using the spmce under “Special

Qualifications™ if necessary. The completed form should then

be reviswed and signed by the suthorizsd officisls at your
headquarters.
®) Applicstion for Federal Employment - Standard Form #57

fhis form should be sompleted in dupliosts by the exployee
sosording to the printed instructions and attached to the
®peraonnel Astion Request®, The use of this form will eli-
mivate the necessity for a statement of ’S'pmhl Qualifi.
sations", which is ealled for on the "Personnel Action
Regquest®. |

s) Qombined élth, Affidavit, Declaration, eto. - Sﬁmdtrd Form f61n

All required information on both sides of this form should be
supplied by the employee who 1s %o be appointed tc the CIC.
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Ihis form should not be signed prior to the offective date
ef ;yyninﬁmt, 20 Qgtober 1946, and the signature should
be witnessed by apy Officer who is suthorized to administer

oaths.

Letter of Appointment - Form §

The letter of appointment should be completed from the in-
formation contained on the "Personnel Actien Request”, and
signed by the officisl of your station who has bean dele~
gatsd that authority. Concurrently with the exeoution of
the Oath, th§ omployee should ba given the letter of ap~
pointment, After becoming acquainted with its contents,

it should bs signed dy the smployee as evidsnce of the ao-
oepiance of the terms of sgyeintamit and should be sttached
%o the other forms for transmitial to Washington,

Leave Transcript - Form §

Cemplete information regarding unused leave balances standing
%o the sredit of empleyess to bs appointed to CIG must be
supplied and transmitted with the other ragquired forms.

£} Esployes's Withholding Exemption Cartificate - Form ##-4

5

¥or those employees whose status will reguire tax deductions,
forms will be prepsred in this office and sent to you. They
should be signed by the employes and atimched to the other

Lorms.

Bend Deduction Form - ?rnnury Dept. Form $2254
Porms will be prepared in this office for those now autho-
rising bond deductions. The form should be signed by the
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amployes tpr.trmni‘btul to Washington. It is hsire&

- that no changes in mmount of daﬁnntionaf otc., be made
% this time in order that delays will not result in ef-
Tecting payments of salsry. »

6. As stated in Paragraph 4 above, it is absolutely sssential that al}
of the forms dismcussed in that paragraph be signed by the employee
snd/or the reguired officials of your headquarters, and transaitted
e thu__or_riu 80 28 to arrive not later than 1 November 1548,
Bixce & great amount of review will be required in this office, any
delays in receipt will cause corresponding delays in payments of
#alaries and sllowances.

MILITARY AND MAVAL PERSONNEL
WMMM

3.+ When the informstion requested in our Cable # is received,

orders will be issued transferring the selscted Service personnel

to the CIG effective 20. October 1948.

2.
25%Q0A2

Atteckments - §
$ September 1948
Py
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